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Introduction
Welcome to our Parents’ Guide To OSHC Enrolment & Booking.
Enrolment, booking, and managing your own OSHC bookings can seem a daunting task. But
hopefully with an Internet-enabled device (we recommend a desktop and/or large screen tablet) and
this guide to hand you’ll be an expert in no time at all! As ever, if you have any questions not
covered by this guide or you have a query about your account, you can contact our friendly
Coordinator, Mike, by email at oshc.westgarth.ps@education.vic.gov.au

Registration
Before you can use our service, you will need to register with My Family Lounge and then enrol your
child.

How Do I register with your service?

Please go to the Enrolment page of our website1 and click the “Register” button. This will bring you
to the My Family Lounge registration page where you should provide your full name and a login
email address before clicking the ‘Register’ button. This is the email address you will use to log in to
the system.

1

https://www.wgps.vic.edu.au/page/306/
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Once you have successfully registered, you will see the following message:

Shortly afterwards, you will receive an email to the email address you provided. The email asks you
to click on a button to complete the registration process, set a password, and start using My Family
Lounge.
Clicking the button brings you to a page that looks like this:

Please enter a password that you will remember. Ideally, it should be at least eight letters long and
include a mix of upper and lower case letters, numbers, and symbols.
Tick the tick box to confirm you understand our Terms & Conditions, and click the ‘Complete
Registration’ button.
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At this point you may like to download and install the My Family Lounge app for your Android or
Apple device.
NB These steps register an account for the family and the message that appears is “Your registration
has been completed”. Please note, however, that this is not the end of the enrolment process in
relation to each child.

My Family Lounge Web Portal
The My Family Lounge web portal2 is your entry point for adding or making any changes to your
contacts, children, and bookings at our service. The landing page, once you have logged in, looks
something like this:

2

https://www.wgps.vic.edu.au/page/305/
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Your name will appear under the Heading “Contacts”. Note that the email address under the
column: ‘User Name’ is the email address you use to log in to My Family Lounge; you cannot change
this. Your email address under the column: ‘Email’ is the address to which we will send all
correspondence regarding your enrolment and booking(s).

Enrolments
Why do I need to enrol my child?
Regulation 160 (1) of the Education & Care Services National Regulations states that the Approved
Provider of an education and care service must ensure that an enrolment record is kept, and that
this enrolment record contains specific information3.
Further, all your bookings and billing information is attached to your child’s enrolment; without an
enrolment, you will be unable to make a booking.

How are these enrolment records kept?
We keep our enrolment records digitally, but also have backup hard copies.

How do I enrol ?
Please sign in to My Family Lounge4 in your web browser.

This will bring you to your Dashboard.
The first step in enrolling is to provide some further detail about yourself, and this is done via the
“Step 2. Edit Contact’ screen which will automatically appear. Please complete the required fields.

3
4

http://www.acecqa.gov.au/national-quality-framework/national-law-and-regulations
https://www.wgps.vic.edu.au/page/305/
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At this point you should also add your family CRN number if you wish to claim CCB or CCR against
your attendances. Note that this is different to your child’s CRN number. Please note that the
Primary Contact is the person in whose name the Family CRN was registered. The accounts for
payment will initially be sent to this email address. You can change this email address.
You may then add another contact or select ‘Save & Next’. Note: other contacts can be added at a
later stage if you prefer.
Step 3. Add Child Details.
In the next screen, you will add details of the child you are enrolling. Please take care to read each
section and respond appropriately. If you do not require a place at the service in the near future, and
would like to complete these details at a later stage, you may select the ‘Cancel’ button at the
bottom of the page.
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If you would like to make a booking, please complete this form in full, including your child’s CRN
number if you wish to claim CCB or CCR, before selecting the ‘Create Waitlist Application’ button.
‘Step 4. Add Waitlist Details’
‘Step 4’ is identical to the process for making a Permanent Booking and is covered in that section
below.
You can check your enrolment is complete by logging in to My Family Lounge and scrolling down to
the Child section. A button marked View Enrolment will be present in the Enrolment Information
column if your enrolment is complete.

Bookings
Bookings are required in advance and can only follow a successful enrolment. Where possible,
please make your bookings as far in advance as possible to allow for staffing changes and to ensure
you do not miss out on a place.
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Permanent Bookings
What is a Permanent Booking?
A permanent booking is one that repeats on a weekly or fortnightly basis. These bookings are
charged at a lower base rate than casual bookings.
Please try to make your permanent booking or request any changes to existing bookings at least one
week in advance. This is to allow sufficient time for administration and make any required changes
to staffing. If you require your change to be effective within the coming week, please make casual
bookings to cover the period until your permanent booking has been confirmed.
To make a permanent booking you will first have to make a booking request; this request will be
responded to via email with a formal Offer. Only once this offer is accepted is your booking
confirmed and active.
Booking Requests
To make a booking request, log in to the My Family Lounge web portal and scroll down to the
‘Booking Requests’ section.
When you request an ongoing permanent booking for your child, the booking request will show in
this section. Note: a request is not the same as a confirmed booking, it is simply a request for a
booking.

Click New Request.

Complete the form, making sure your start date provides enough time to process the request, and
click the Save button. Your request will be submitted to the service.
9

Offers
Once our service has received your booking request, we will respond via email with an offer. Please
check that this offer fits your requirements with regard to the days offered and the start date of the
booking. You MUST accept this offer to finalise your booking.
If you have not received an offer within a day or two of making your request, please log in to your
My Family Lounge web portal and scroll down to the Booking Requests section. See if your request is
there, and if there is a corresponding offer in the Offers section. If you do not find your request or
offer there, please follow it up with an email or phone call to the service.
Note: all offers have an ‘Expiry Date’, you MUST respond to the offer before this date or the offer of
a place will expire and a new booking request will have to be made.

Confirming your Permanent Booking(s).
Log in to the My Family Lounge web portal and scroll down to the ‘Current Bookings’ section.

Clicking Edit beside any given booking will allow you to confirm the days you have booked. Close this
window if you do not require any changes.
Alternatively, you can confirm individual days using the My Family Lounge smartphone app.
Permanent bookings will be displayed in blue.

Making changes to a Permanent Booking
Changes to the regular bookings should be made using My Family Lounge Web portal.
Please allow up to 5 working days for your change to take effect. This is to allow for possible
rescheduling of staff.
Log in to the My Family Lounge web portal and scroll down to the ‘Current Bookings’ section before
clicking ‘Edit’.
In the Request Change To Existing Booking section that appears, add a preferred start date for your
new booking (this should be at least one week ahead), adjust the number of days per week you
require, indicate if you would accept fewer days if some days are fully booked, and select the New
Days you require. Click the Request button.
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Cancelling a Permanent Booking
Cancellations to permanent bookings can take two forms: ad-hoc daily cancellations (known as
‘absences’) and a complete cancellation of your booking.
Absences
If your child is not going to attend any given session (but you would like to retain your ongoing
booking), please mark your child as ‘absent’ using the My Family Lounge smartphone app (see
section below).
Provided we are notified of the absence two full working days before the booked session, your child
will be removed from the roll and you will not be charged for that session. Verbal notification of
absences cannot be accepted.
Cancellation
If you would like to completely cancel your existing booking and cease using the service for a time,
you should email the service with your request, including the final date your child will attend. The
booking will be closed off and this will be confirmed via email. Verbal cancellations cannot be
accepted.

Casual Bookings
What is a Casual Booking?
A casual booking differs from a permanent booking in that they can be made on an ad-hoc basis and
are not ongoing from week to week. This kind of booking can be useful at short notice if the person
who usually collects your child from school is unavailable, or you are going to be held up at work.

Making a Casual Booking
Casual bookings can be made using the My Family Lounge web portal or your smartphone app.
Bookings are dependent on vacancies being available.
11

Using the My Family Lounge web portal.
Log in to the My Family Lounge web portal and scroll down to the ‘Casual Bookings’ section before
clicking Add Casual Booking.

Using your smartphone app.
See section below for information on using the app.

Confirming your Casual Booking(s).
Casual bookings cannot be confirmed via the My Family Lounge web portal but can be checked on
the smartphone app. A casual booking will be represented on your calendar in purple.

Cancelling a Casual Booking
Casual bookings should be cancelled using the smartphone app.
Provided we are notified of the absence two full working days before the booked session, your child
will be removed from the roll and you will not be charged for that session. Verbal notification of
absences cannot be accepted.
Parents will incur a session fee plus an admin fee of $3.00 if their child does not attend a casual
booking and they have not cancelled prior.

Curriculum Days
Curriculum days occur several times a year and are days when the school is closed to students, often
for teacher training days. On these days all permanent bookings are cancelled and casual bookings
are essential if you require care.

The My Family Lounge App
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The My Family Lounge app is available for Android5 and Apple6 devices. While the app works on
small screen devices such as mobile phones, we recommend that you use a large screen device such
as a tablet or iPad for the best experience.

Signing in to the app
Enter the same email address and password that you originally registered with.

Select “Bookings”

5
6

https://play.google.com/store/apps/details?id=au.com.qkenhanced.myfamilylounge
https://itunes.apple.com/au/app/my-family-lounge/id933685806
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Select a Child and a Room
Select the child whose booking you wish to edit.
Our rolls are split into rooms. These rooms match the year levels at the school and allow us to
quickly count how many of each grade are using the service and also speeds up the process of taking
the rolls in the afternoon. Choose the correct room for your child.

The Calendar.
The calendar may look slightly different across platforms, but always shows colour coded days.

Select “Legend” at the bottom of the app to see what the colours mean.
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To create a casual booking.
Click a day on the calendar



Choose Create Booking.

The calendar refreshes. Confirm that the day now shows in purple.
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What if the calendar shows you are full?
All children MUST have a booking before attending the service. If the calendar shows we are fully
booked (red), please do not just turn up at the service.
Go into the “Settings” section of your app.

and in the “Push Notifications” section, enable “Casual Booking Availability” and set the frequency to
“Immediate”. When a space becomes available at our service, you will be notified by the app.

To mark a child as absent or cancel a Booking.
Click a day on the calendar that is currently marked in blue (permanent booking) or purple (casual
booking).



Choose Mark Absent or (if the booking is permanent, or a casual one and is more than two
working days ahead) Cancel Booking.
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The calendar refreshes. Confirm that the day now shows in brown (or whichever colour is indicated
in the key).

Note: this will be green if you have provided sufficient notice or we have already noted your absence
and removed your child from the roll.

Signing In & Out
Why do I need to sign my child in or out?
Signing your child in (mornings) and out (afternoons) allows us to keep accurate records of
attendances as well as who dropped off or collected your child.

How to sign your child in or out.
iPads are provided at the OSHC desk for signing your child in or out.
1. Enter your phone number
a. If your number is not recognised, please speak to the Supervisor, who will be able to
check your identity and, if confirmed, add you to the system.
b. If you are a parent collecting someone else’s child, you will be given the opportunity
to select which account you are using at this point.
2. Enter your personal PIN number.
a. If this is the first time you have signed your child in or out, please use the default PIN
of 0000. You will then be prompted to enter your own PIN. Please keep this PIN
confidential.
3. Press Sign Out against the child you are collecting, you may also select Sign Out All if you are
collecting more than one child at a time.
4. Select Done.

Who can sign my child in or out?
Only people formally authorised by you can sign your child in or out. Any authorised persons must
be added to your child’s enrolment and marked as ‘Authorised To Collect’. Please ensure everyone
uses their own phone number and PIN and keep your own information private.
These changes may be made in the “Contacts” section of My Family Lounge.
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What happens if I forget to sign my child in or out?
An Administrator will sign your child out after the last child has gone home for the day and the next
time you sign your child in or out you will be asked to confirm the sign out. A non subsidised
administration charge may apply for these sessions.

What time do you open in the morning ?
The program opens at 7.30am and cannot allow children to be signed in until that time.
Children must be present and signed in by an adult on arrival. Staff cannot sign children in.

What time do you close In the afternoon?
The program closes at 5.50 p.m. Staff are paid until 6.00 p.m. to allow time to finalise and lockup.
Please arrive at the program to pick up your child/children no later than 5.50pm to ensure that you
have enough time to collect your child/children and their belongings so that the staff can leave the
building by 6.00pm.
A late fee will be charged to parents/carers who arrive after 6.00pm. This is to be a separate
payment of $2.50 per minute which will be added as a non subsidised administration charge to your
statement.

Further Help with My Family Lounge
A wide range of help, including videos and walk-throughs, is available at the My Family Lounge
website at http://www.qikkids.com.au/My-Family-Lounge/home.
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